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ttCNCV

Item
No.

1.

2.

3.

4.

Description

General Correspondence

Subject arrangement of original incoming, copies of
outgoing letters, memoranda, reports, meeting minutes,
directives, studies, policies and other miscellaneous
papers relative to this office.

Records: Computer Printouts

Computer operation logs, system audit reports, data
dictionary listing, documentation, and other listings
critical to the operation of a data center.

Records: Computer Tapes

Contain administrative and academic system backups,
master files and backups, software, system accounting
data, and other files required to ensure restoration
and operation of all operational systems.

Keypunch Cards

Storage for software and data files that still have
reference, historic, or audit value that have not
been converted to magnetic media.

Sdiadul* Approved by Deportment,

Agency, or Division Reprecentotive

Director Of
/•' . Administrate

Dot. 5f£n<rtur« Title

; Schedule Authorised Wy
Hall of Record* Commit lion

e yy.^i
'-? Do* U '

SCHEDULE
NO.

1127

PACE ,
MO. 1 .

Data Processing
OIVIMON

Retention

Screen annually. Destroy
material over three years
old which has no further
value. . Materials which
illustrate policy
procedures and development
of the department and
college are to be transferrej
to the history file for
permanent retention.

Retain for three years or
until all audit requirements
have been fulfilled, then
destroy.

Retain for three years or
until all audit requirements
have been fulfilled- then
destroy.

Retain for one year or until
all audit requirements have
been fulfilled then destroy.
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Page No.
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1» Department
STATE UNIVERSITIES AND COLLEGES

2. Dirialon
• ^AROSTBURG STATE COLLEGE
3. Unit

Data Processing

!»• Record Series and Title: (Def. A group of record* filed as • unit, used as a unit, and which
•ay be transferred or disposed of as a unit.)

Descriptioni (Oive a brief description of a typical folder} include content, purpose, and
fora nane(e) and number(e).

General Correspondence - Subject arrangement of original incoming, copies of
outgoing letters, memoranda, reports, meeting minutes, directives, studies, policies
and other miscellaneous papers relative to this office.

(Nftt*« TTM» m • • n i r i t A 4 iw«n+.«T"v > k a ( « #n— *a*K PAMNW* SjkV<a«^

5. Present Volume on Hand (No. of f i le drawers)
56

"6. Batiaated Accumulation (Yearly)
2 . 8

7. Audit Raquireaents
6Ute CU
raderal rZL rlnteraal

txteiBrnal
S. Xstimated AcUrlty par f i le Drawert (AcUTity Ooida- HZQH (used daily)} MEDIUM (onee/twice

Bonthly)! LOW (lass than onee aonthly). )
Currvnt Tear ® M L
After 1. I r , H (g) L Aftar what yaar does actlTity teooat X0W 3

i» Could Record Series be stored in the State
Records Canter.

I B /"""7 K> / T 7

11 • Inventory prepared by Dale Murray

10. RooOflBandad Retentiont Screen annually. Destroy
material over three years old which has no further
value. Materials which illustrate policy
procedures and development of the department and
college are to. be transferred to the history file

Datat 2/16/87

(Print

Talvphona Vunbart 689-4317

DGS-550-4 1/81
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AO&ICI EXODRDS HVlWOKr No,I2?sr*
1. Department

STATE UNIVERSITIES AND COLLEGES

2. DlTialon

tjF,R0STBURG STATE COLLEGE

Data Processing

b* Record Series and Title: (Def. A froup of records filed as a unit, used as a unit, and which
•ay be transferred or disposed of as a rait.) . , . .

Description! (Oive a brief description of a typical folderj include content, purpose, and
form nane(s) and number(e),

Records: Computer Printouts - Computer operation logs, system audit reports, data
dictionary listing, documentation, and other listings critical to the operation
of a data center.

(}int*>t WM» m Bersar»t* iBTantarr ah##t. tor mmrh Ttr*^r\yA S^l^^»«^

5. Present Volume on Hand (No, of f i l e drawers)
104

'6. Zatiaatad Accusulation (Tearlj)

7« Audit Requirements
SUte
fMleral
Independent

Internal

rnal
c. Satiaated Actirlty per f i l e Crawert (Actirltr Oolde. HIGH (used daily)} KEDIUH (ox»e/twiee

wnthly)! LOW (less than once aonthlj). )
Current Tear (g) M L
After 1 . I r , H Qi.> L After what year does act ir i ty Uooa* LOW 1

'S. Could Record Series be stored in the State
Records Center.

IB ZT7 » £T7
^ ^ b e n :

10* Raoojmended Retentiont Retain for three years
or until all audit requirements have been fulfille<
then destroy.

LL« Inventory prepared by

Teltp*»ae lhaabert ___

Dale Murray Dates 2/16/87

(Print

689-4117
DG3-550-4 1/81
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AODJCT BK&RDS nTOTOKI Page No.
J _ o f -A__

1. Department
STATE UNIVERSITIES AND COLLEGES

2« Division
FROSTBURG STATE COLLEGE

Data Processing

!»• Record Series and Title: (Def. A group of records filed as a unit, used as a unit, and which
•ay be transferred or disposed of as a unit.)

Description: (Oive a brief description of a typical folder; include content, purpose, and
form name(s) and number(s)«

Records: Computer Tapes - Contain administrative and academic system backups,
master files and backups, software, system accounting data, and other files
required"to ensure restoration and operation of all operational systems.

6.

Benin
Present Volume on Hand

Estimated Accumulation
100

(No, of file

dearly)

•hft»t tnr

drawers) 7* Audit Requireaenta
SUte CZZ
federal f~~t ^Internal CD
Independant 1

HKrternal GT
S. Sstinated AcUTity par file Draweri (AeUTity Ooide- HI OH (used daily)} KEDIDM (onee/twiee

s»nthly)| LOW (less than once Monthly). )
Currant Tear (HI H L
After 1. Ir, E ®) L After what year does actirity be LOW

7» Could Record Series be
Records Center,

ns

stored in the SUte

H* Inventory prepared by Dale Murray

10* Reooanended Retentiont Retain for three years
or until all audit requirements have been
fulfilled; then destroy.

Dates 2/16/87

Teleptoae Ihaoben

(Print
689-4317

DGS-550-4 1/81

Fig. 7
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Record* Manageaeat I&Yisioa

AOENCT HKDRDS UTOTOH Page No
J _ o f

1» Department
STATE UNIVERSITIES AND COLLEGES

2. Dirision
* ~_AROSTBURG STATE COLLEGE
3. Unit

Data Processing

b« Record Series and Title: (Def, A froup of record! filed as a unit, used as a unit, and which
•ay be transferred or disposed of as a unit.)

Descriptiont (Oive a brief description of a typical folder; include content, purpose, and
form naroe(s) and number(s).

Keypunch^ cards - storage for software and data files that still have reference,
•historic, or audit value that have not been converted to magnetic media.

(Not** n«» \a«Mf* 4 VITAnfAIV ak«Af #A1i AAf*K H#%fV\f*rt fijIvHAffe^

5. Present Volume on Hand (No. of f i l e drawers)
116

"6. Batinated Accumulation (Yearly)
0

7. Audit Requirements
SUte CZZ
Federal r~1 rlnternal
Independent I

^External
o. Xstlmated AcUrity per File Drawn (AcUritr Ouide- HI OH (used daily)) MEDIUM (once/twice

•onthly}) LOW (lass than once Monthly)* )
Current Year H K L
After 1 . i r , H H 8 After what year does actiTity become LDV 1 yr.

i. Could Record Series be stored in the State
Records Center.

TBS / ~ 7 K) / T 7

^bent

10. Ret Retention! Retain for one year
or until all audit requirements have been
fulfilled then destroy.

1 1• Inventory prepared by

Telephone Vusbert

Dale Murray•rav |

(Print UmJ
689-4317

Datet 2 / 1 6 / R 7

DGS-550-4 1/81

Fig. 7


